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Introduction

Welcome to the Capital Region Bankruptcy Bar Association seminar for legal assistants
and paralegals.  I would like to thank the Bar Association, especially Diane Davis and Paul
Levine, for inviting Dina Ventura, Tom Zdanowicz, and myself to your annual luncheon to speak
to you about the court’s new case management system and electronic case filing also known as
CM/ECF.  I would also like to acknowledge Patricia Hartl from Paul Levine’s office for
organizing this luncheon.

Our goals for today’s program are to:

T Present an overview and demonstration of the electronic case filing
program from your perspective, our external user.

  
T Give you some tips on how you can prepare for ECF.

T Take some time to answer your questions.

How much time do you spend looking for misplaced paper documents or files?  

Barbara Hemphill, founder of Hemphill Productive Institute and author of “Taming the
Paper Tiger at Work,” states that the average person spends 150 hours a year looking for
misplaced information.  Companies spend millions of dollars training employees in time
management, teamwork, and customer service.  Yet the best training in the world does not make
a difference if you cannot find the information you need.  

One of the main advantages of ECF is the easy access to the information you need to do
your job.  Court documents will be easily accessible on-line 24 hours a day, seven days a week.
The same documents can be simultaneously viewed by our judges and case administrators as
well as by you.  

You may have heard the phase “the paperless court.”  We do not plan to be “paperless”
but we will be using less paper.  Tom will be addressing some of the other benefits of ECF in the
next portion of our program.

How can you plan and get ready for ECF? 

In the Federal Judiciary, strategic planning is a major part of our administrative staff’s



time.  For example, disaster recovery planning is utmost on our list.  We all remember the “Year
2000". The court began planning for Y2K in 1996.  The basis for our plan was to present as
many different scenarios of what could happen on January 1, 2000 and then develop a resolution
for each.  We really did not know what was going to happen, but we had to be prepared for
anything.

However, our planning for CM/ECF has taken a different approach.  The strategic
planning team for Shell Oil in London has developed a new approach to scenario planning called
TINA (T - I - N - A).  This acronym stands for “There Is No Alternative.”  Basically, this
statement means “here is what we know about the future, now let’s go out and meet it.” 
Uncertainties are inevitable, but some forces are unstoppable.  

I feel that we can apply this theory to CM/ECF.  The internet and electronic filing are in
our future, not only on the Judiciary’s level, but on all federal, state, and local government
levels. We can electronically file our IRS tax returns and renew our car’s registration with the
Department of Motor Vehicles.  We need to manage the challenges that electronic filing will
present and grasp the opportunities that it affords us.

Here are a few challenges that we know you will face with the implementation of
electronic case filing:

• To apply for an ECF login and password, a filer will need to register a
credit card with the court so that any statutory fees can be charged to it. 
Does your office have a credit card account that can be used for this
purpose?

• To file your documents electronically, you will need to have software that
will convert your word processing files to “ .pdf” format and have access
to the internet.  Does your office have the appropriate hardware, software,
and internet access?

• When you file a petition through ECF, an electronic receipt will be e-
mailed  back to you.  Does your office want to establish one electronic
mailbox to receive these notices?  

• If you are a registered user in our ECF program, then you are also
agreeing that you will accept electronic service of all documents.  Your
office will begin to see less paper mail, however, your electronic mail will
increase.  Therefore, you may not have as many employees at a mail desk
opening mail but at a computer.  How will your office manage and route
this mail?

• As many of your documents will be stored electronically, do you have a
recovery plan in place or a way of accessing these documents when your
computer is down?



Our anticipated “live” date is January 1, 2003.  Take the next four months to answer
these questions as well as the ones Dina and Tom will pose to you.  Remember that the “TINA”
theory means weaving the unknown around the known.  The known is that CM/ECF is being
implemented in our district as well as in all bankruptcy and district courts; the unknown is  how
you are going to effectively implement it and use it in your offices.

          I would like to introduce Dina Ventura and Tom Zdanowicz, our court’s training
specialists, and Judy Thibault and Cherie Staigar, two of our case administrators from the
Albany office.  Dina and Tom will now present an overview and demonstration of CM/ECF.  We
also have a newly released video from the Administrative Office of the U. S. Courts for you to
watch.

Copies of the slides that Tom will be using in the next portion of our program have been
provided in your handouts.  Please feel free to ask questions throughout the program or jot them
down for the end. Some of you have sent in your questions and Tom and Dina will be
answering those in their presentation.  

We may not have all the answers today, however,  your questions will make us aware of
your concerns. Our judges, clerk, and chief deputy are working on the general order that will
amend our local rules for electronic filing.  And our CM/ECF project teams are reviewing our
current procedures to see how or if CM/ECF will affect them. We will continue to do our best to
address your unanswered questions and concerns over the next few months.

Closing
Before we close, are there any other questions or comments.  

Dina, Tom, and I have given you a lot of information this afternoon. We have also
provided you with many handouts for you to take back to your office and share with your
attorneys and other staff members.  Do not let them sit on your desk until December 31, be
proactive.  These handouts are your first set of training materials.  The more time you take to
plan and prepare for ECF, the easier and less stressful your transition will be. And remember we
will be there to help you along the way.

Here are a few things that you can begin doing:

i Complete and return the court’s readiness survey, if you have not already done
so.  These surveys will help us prepare our training curriculum for you.

i Review the hardware and software requirements’ documentation and ensure that
your office is ready.  If you use a commercial bankruptcy petition software
package, check to see if you have the latest version.  Many of these companies
have worked directly with the courts to make their product compatible with ECF.

i Check your internet connection; is it adequate for the volume of filing your



office will be doing?

i Review how your office does business.  For example, look at your current
procedure for preparing and filing a bankruptcy petition.  Now, after having seen
our demo, think about how your workflow will be affected if you can file that
petition electronically.  

i Set up an electronic mailbox for receiving notices and develop a procedure for
handling the e-mail.

i Check the court’s website, www.nynb.uscourts.gov, on a regular basis.  It is our
best means of getting information to you not only for this project but for other
changes in the court.  We plan to post the attorney login and password
registration forms and the training class schedule on the site.

i Visit the Administrative Office of the U. S. Courts’ website, www.uscourts.gov. 
It offers additional information regarding electronic case filing on the national
level as well as other topics affecting the Federal Judiciary.

i Check to see if your office has a MasterCard, VISA, Discover, Diner’s Club or
American Express account that may be registered with the court for ECF.

i Ensure that your users have a PACER account.

How many of you already file documents electronically in other districts?  

These people are some of your best resources for information.  Our court was assigned a
mentor court last November.  Texas Western is there to tell us what went well with their
transition and what did not.  Our offices may not operate exactly the same but they have been a
valuable resource of information and encouragement. 
 

Your colleagues that are using ECF can be your mentors.  Take the time to get their
names, email addresses, and phone numbers before you leave today.   Also, our office telephone
numbers are listed on your agenda, please feel free to contact us with any questions.  

CM/ECF is our future, by working together we can make it a success in our district. 
Dina, Tom, Judy, Cherie, and I are available if you would like to come up and speak with us or
if you would like an up-close view of the software.  

We would also like to thank you for taking the time to attend this program and being
part of the CM/ECF project for the Northern District of New York.


